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Learning Objectives

AUnderstand what GEARS is and what it is used for

AUnderstand how GEARS is structured for the
purposes of VCDP

ALearn strategies for navigating through GEARS
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What iIs GEARS?

AGEARSGrant Electronic Application & Reporting Systen

”~. GEARS

VER.\/IONT Grant Electronic Application and Reporting Systetg‘,..w‘.w e -

AGEARS is the online grants management system used by multiple Stat
LIN2 AN Ya | ONR&aa YdzZ aALX S {aFaGS
carried out via GEARS including application, environmental review,
execution of the grant agreement, requisitioning, progress report,
monitoring, single audit, closeout agreement and financial reporting.

-
VERMONT



GEARS Overview for Grantees

Gaining Access to the System:
Logging In
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Logging On

ALogin Pagehttps: //eqrants vermont qov/Loqu aspx

7~ GEARS &

VERMONT Grant Electronic Application and Reporting System il
= mu‘ 5

Remote Worker Appllcatlons
Ify Ikgf information about the Remote Worker Gra tPgmpI isit
ran/ to learn n and to download a

appl catio
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https://egrants.vermont.gov/Login2.aspx

Getting Locked Out / Forgot Password

”~. GEARS

VER.\/IONT Grant Electronic Application and Reporting System

System Login

OPage Error(s)

Invalid password.

Login

Username ljdoel

Welcome to the State of Vermont’s Grant Electronic Application and Reporting System. For more Password

information about the programs available on this system; how to get started; or program help desk
information, please click on an agency below: New User?

Forgot Password?

Agency of Commerce and Community Development >>




Getting Locked Out / Forgot Password

3 o samnsmepe | |f YOU enter an
7”~. GEARS i e £ A | incorrect password
VERMONT Grant Electronic Application and Reporting System,,.f«o‘- . . :.’.;-,‘j~_‘.",‘:_;-;:,,_. - three t|m es yOU
Ren o will receive an error
message Instructing
P you to contact the

Your account has been locked out due to exceeding the number of invalid login System

attempts. Please contact the system administrator for help. ad m | n IStrator for
help. Instead of
contac_:tlng anyone,

Login
Username jdoe

Welcome to the State of Vermont's Grant Electronic Application and Reporting System. For more Password yO U WI II SI m p |y be

information about the programs available on this system; how to get started; or program help desk LOGIN |
locked out of the

information, please click on an agency below:

system for 20

Agency of Commerce and Community Development >> : .
minutes.




Getting Locked Out / Forgot Password

Alf you know your password, wait 20( Login

minutes before trying to log in agail Username

Password

Alf you have forgotten your passwore LOGIN
aSt SO0 UKS 4&C2NE
found at the bottom of the Login bo |:|
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Getting Locked Out / Forgot Password

APlease NoteL ¥ &2dz aSf SOU aGaC2NH2U tl aacg
system will send a temporary password to the e
mail address associated with your accoubb.
not simply copy/paste the password that is sent
In the email (often times an extra space Is added
at the end when the password Is copied, resultin
In an incorrect password when pasted). You
should manually type Iin the temporary password
that iIs provided. Once you log in with the
temporary password, the system will
automatically prompt you to set a new password.
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New Users

ANew Users need to register and receive approval before being able to ha
 00S&aa 42 GUKS aeaidasSyo bSg ! aSNA

link found at the bottom of the Login box on tkeEEARS Login Page

APlease NoteAccount approval is a manual process that requires action b
VCDP Staff, you will NOT automatically receive-arag of account approval

AFor VCDP, all grants are awarded to municipalities; therefore, all account
need to be associated with a municipality in order to be given access to
applicable documentdAn account request will NOT be approved until a
Municipal Authorizing Official has communicated with VCDP_Staff that ar
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https://egrants.vermont.gov/Login2.aspx

GEARS Overview for Grantees

General Navigation
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Main
Home
Screen

7~. GEARS

VER\/IONT Grant Electronic Application and Reporting System .

Applications TMonitoringIReporting T Requisitions/Claims/Iinvoices TArchive

Welcome Quin
Grants Management Specialist

Hello Quin, please choose an option below.

@ \View Available Applications

ou have 1 applications available.

Select the View Applications button below to see what is available to your organization.

@ My Inbox

You have 50 new messages.

Select the Open Inbox button below to open your system message inbox.

0 My Tasks

You have 68 new tasks.
You have 0 tasks that are critical.
Select the Open Tasks button below to view your active tasks.

O I

Instructions:

Select the SHOW HELP button above for detailed instructions on the following.
> Applying for an Opportunity

> Using System Messages

> Understanding your Tasks

> Managing your awarded grant

Depending on your
role, you may or may
not have this section.
This is where you can
see all the application
types that are
available in the
system (including
non-VCDP
applications).




Main
Home

Screen

o

7>>. GEARS

VER\/IONT Grant Electronic Application and Reporting System .

O I

Applications TMonitoringIReporting T Requisitions/Claims/Iinvoices TArchive

: Instructions:
Welcome Qum Select the SHOW HELP button above for detailed instructions on the following.
Grants Management Specialist > Applying for an Opportunity
) - > Using System Messages
Change Picture > Understanding your Tasks

> Managing your awarded grant
Hello Quin, please choose an option below.

@ View Available Applications

You have 1 applications available.
Select the View Applications button below to see what is available to your organization.

L VIEW APPLICATIONS |

LT &2dz asSt
14y oo LYo2E¢ &2 dz
s‘éﬁ’c?t“r?eo;‘f;”.ﬁ".fii%%%%n Bl nesraecr By anecnslilien the system messages
that have also been

sent to the email you

have associated with

0 My Tasks

You have 68 new tasks.
You have 0 tasks that are crifical.

Select the Open Tasks button below to view your active tasks. yo u r G EARS aCCO u nt .



Main
Home
Screen

o

7~=. GEARS

VERMONT Grant Electronic Application and Reporting System .

Applications TMonitoringlReporﬁng TRequisitionsIClaimsllnvoices TArchive

Welcome Quin
Grants Management Specialist
Change Picture

Hello Quin, please choose an option below.

@ View Available Applications

You have 1 applications available.

oo

Reports | Administration | Training Materials

Instructions:

Select the SHOW HELP button above for detailed instructions on the following.
> Applying for an Opportunity

> Using System Messages

> Understanding your Tasks

> Managing your awarded grant

If there Is a specific

Select the View Applications button below to see what is available to your organization. aCtI O n yo u m u St

L VIEW APPLICATIONS |

@& My Inbox

You have 50 new messages.

perform associated
with an object in the
system (application,

Select the Open Inbox button below to open your system message inbox.

0 My Tasks

You have 68 new tasks.
You have 0 tasks that are critical.
Select the Open Tasks button below to view your active tasks.

requisitions, etc.),
you can easily find
those objects In this
section when you
asSt SO
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7~=. GEARS

VFR\AONT Grant Flectronic Annlication and Renorting Svatam
e Al

Applicaﬁons TMonitoringmeporting TRequisiﬁonsIClaimsllnvoices TArchive ]

Kepons | Aaministrauon | iraining Materials | Organization(s) | Profile | Logout

Main

Home
Screen

: Instructions:
Welcome Qum Select the SHOW HELP button above for detailed instructions on the following.
Grants Management Specialist > Applying for an Opportunity
> Using System Messages
> Understanding your Tasks
> Managing your awarded grant

U S I n g th e g re e n Hello Quin, please choose an option below.

@ View Available Applications

tabS at th e to p Of You have 1 applications available.

Select the View Applications button below to see what is available to your organization.

of the primary | wy inbox

WayS to N aV| g at Select the Open Inbox button below to open your system message inbox.
through the -
system

You have 68 new tasks.
You have 0 tasks that are critical.
Select the Open Tasks button below to view your active tasks.
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7>~~. GEARS

VER\/IONT Grant Electronic Application and Reporting System

rm: .
Applications TMomtonngIReportlng TReqmsmonsIClalmsllnvonces TArchlve
A Onsite Monitoring Reports \,~pp Requisitions

VCDP
Applications] A VCDP Progress Reports

Awardeo A VCDP Single Audits
Grants A VCDP Closeout Agreements

& A VCDP Closeout Financial
VCDP Reports The basic project identifigr
Environment A VCDP NCDO (see next slide) originateg
al Reviews Agreements/Grant from the Application

Assignments
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Main

Home
Screen

Another way to navigate the system is by )
aSt SOUAYI UKS AGahNABI YA
the blue banner at the top of the page

”~. GEARS

VERMONT  Grant Electronic Application and Reporting Systemiisss

e e

I8 Applications TMonitoringIReporting TRequisitionsICIaimsIInvoices TArchive

Reports | Administration | Training Materials | Organization(s) Profile | Logout

I SHOW HELP I

Instructions:
Select the SHOW HELP button above for detailed instructions on the following.

> Using System Messages

Welcome Quin
Grants Management Specialist > Applying for an Opportunity
Change Picture > Understanding your Tasks

> Managing your awarded grant

Hello Quin, please choose an option below.
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of all VCDP (and nev'CDP) documents with current statuses

7~ GEARS

VER\/IONT Grant Electronic Application and Reporting System .

ot f

(Home I Applications I Monitoring/Reporting I ReqmsmonslcIalmsllnvmces I AM

Reports | Administration | Training Materi

Organization - City of Montpelier
Please complete all the required fields below. Required fields are marked with an .
Organization Information | Organization Members Organization Documents Organization Details




Object Labeling

\

Application Type

A 1G: Implementation Grant Municipality Unigue
A PG: Planning Grant |dentifier #
A AM: Accessibility (assigned by the
Modification Program Year of ~ system athe time
_ . ication i
A SS: Scattered Site the Application o atod)
-
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Object Labeling

AAppIications/Awarded Grants» [[G}2017-Montpelier City-00006
AEnvironmental Reviews—— 2017-Montpelier City-00021

PReqUiSitioN Sy [REQ]2017-Montpelier C-0002
Pon Site Monitoring Reporte=» LOSVE201/7-Monipelier C-00007
AProgress Reports———— [PR]2017-1-Montpelier C-00004

P
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Object Labeling

Asingle Auditsm———=[S2]2017-Montpelier City-00006
ACloseout Agreements—p [CL]2007-Montpelier City-00056
ACloseout Financial Reporte [CER]2017-Montpelier City-00329

ANCDO Agreement (by OrganizatiGh)=» 00003




Object Labeling

NOTE: The year associated with a Single Audit or Closeou
Financial Report object Is the applicable fiscal year of the
reporting (not the Program Year of an Application)

SA1201 /7{Montpelier City-00006
CFR-201 /tMontpelier City-00329
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Helpful Tip

If you place your mouse over an object identifier, a box will
appear with the Project Title that has been given to that
application:

1G-2017-Montpelier City-00006;
Project Title

- Taylor Street

*l\"
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the Main Home Screen:
¥ My Tasks

Export Results to | Screen v | Sort by: -- Select --
VCDP Application
VCDP Requisitions
VCDP Environmental Review
VCDP Application

VCDP Application

VCNP Ramnieitinne

CLOSE TASKS

|G-2017-Pownal-

)0001

00001

G-2017-Pownal-
00

Application In Process

Requisition In Progress

Env Review Pre-Approval Exempt Accepted
Application In Process

Application In Process

Ramiicitinn In Pranrace

2/20/2019  7/15/2019

1/3/2019

8/21/2018

6/29/2018 6/15/2018

12/27/2017 6/15/2018

1N/17/12017
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Accessing an Application by
Searching the Application Tab

( Monitoring/Reporting T Requisitions/Claims/Invoices T Archive

Reports | Training Materials | Organization(s) | Profile | Logout

| SHOW HELP |

@ Back To search by VCDP application type you will
Applications need to know: | |
Use the search functionality below to find a specific Application. A The program year Of the apphcat'()n

o A The application type (IG, PG, AM, SS)
Search Applications A Note: Environmental Reviews are also
Application Types found under the application tab and can b
Aenkcaion Namo[___ 35 NDKSR F2NJ Fa |y

Organization

Year

[ SEARCH | | CLEAR |




Accessing an Application by
Searching the Application Tab

I ( Monitoring/Reporting T Requisitions/Claims/Invoices T Archive

Reports | Training Materials | Organization(s) | Profile | Logout

| SHOW HELP |

iBa—clk i If you work with multiple

pp [cations I I 1C1 1t1

Use the search functionality below to find a specific Application. Organ Izat!_O nls . (m u nICI pal Itl eS) : .
you may 1ina 1t easier 10 search

Search Applications by Organization and program

Application Types | -- Select -- v year
Application Name

Status -- Select -- v

Organization

Year

| SEARCH |




Accessing an Application by
Searching the Application Tab

( Monitoring/Reporting T Requisitions/Claims/Invoices T Archive

Reports | Training Materials | Organization(s) | Profile | Logout

| SHOW HELP |

@5ax It GSNYFGAOPSERS &2

Applications : -~

Use the search functionality below to find a specific Application. WIthOUt fllllng OUt any Of the SearCh
criteria, and the system will provide a

list of all the current and past

applications your account is associate

with. v

Search Applications

Application Types  -- Select --
Application Name
Status -- Select --

Organization

Year

[ee] (e
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VERMONT Grant Electronic Application and Reporting System =

rm‘\. S
Applications TMomtonngIReportmg TRequusutlonsIClalmsllnvmces TArchlve

VCDP A Onsite Monitoring Reports
Applications/ A VCDP Progress Reports
Awarded A VCDP Single Audits NOTE: All tabs can be
Grants A VCDP Closeout Agreemeftsearched in the same ws

VCDP Requisitions

& A VCDP Closeout Financial that the Application tab
VCDP Reports
Environment A VCDP NCDO can be searched (as
al Reviews Agreements/Grant shown on the three

Assignments previous slides)
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Related Objects

Once in an
Application, hover

2P0SNJ GKS ¢
/ wSt SR L
: heading to see a list
of Requisitions,
Progress Reports anc
Onsite Monitoring
Reports Related to

the Grant

Note: Environmental Reviews will not be included in this list as
Environmental Reviews are not directly linked to the application/grant in
the system. Environmental Reviews need to be searched for separately
using the Search Feature in tifpplications Tab




